CHRISTA User’'sManual

Course Session Administration

Course Waiting
List

The“ Course Waiting List” provides a quick view for the course
session administrator or course owner. Each can see who is session
or course waitlisted.

To access the “ Course Waiting List” table:

At the“ Home” screen, click on* Develop Workforce.”

Click on “ Administer Training (GBL).”

Click on* Use”

Click on “ Course Waiting List.”
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CHRISTA User’'sManual Course Session Administration

The“ Course Waiting List” search screen is displayed.
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5.  Enter the“Course Code” or “ Description” or select a“Course Type’
and click on “Search.”

a  If yousdect a“Course Type’ your “Search Results’ will display.
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b. Click onthe desired course code under “ Search Results.”
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The“ Course Wait List” for the selected courseis displayed. This
screen displays those employees who have been previously wait
listed for a session of acourse. It aso displays those employees
who have been wait listed for the course but not a particular session.

Based on the information displayed, the course owner can assess
how many new sessions should be added.
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Course Auto The auto enrollment feature uses the students entered in the system
Enrollment as either waiting for a course or waiting for a specific session.

When the time comes to enter these wait listed studentsin the
session, much of the process is automated because the Auto
Enrollment feature “holds’ all employees wait listed for all sessions
of the course. Students can be auto-enrolled into sessions that have
already been created and are in “active” status. They are selected by
the system based on the date the employee was placed on the

waliting list.
Course Auto Use of thisfeatureis at the discretion of the session administrator.
Enrollment Often factors other than the date an individual was placed on the

waiting list may have to be considered.
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At the“ Home” screen, click on* Develop Workforce.”
Click on “ Administer Training (GBL).”
Click on* Use”

Click on “ Course Auto Enrollment.”
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5.  Enter the course code in the “ Course Code’ field and click on the
“Search” button.

The“ Course Auto Enroll” screenis displayed. All session and
course wait-listed employees are listed.
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6. If you know your session number, enter it in “Session #” field and
press “Enter” or “Save’ and skip to step 10, or click on the
magnifying glass to the right of the “Session” field.

The“ Lookup Session#” screen is displayed.
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7. Click the “Lookup” button.

The “ Lookup Session#” screen is displayed.
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8.  Click the session you wish to auto-enroll employees in.

The“ Course Auto-Enroll” screen is displayed for the selected
session along with a window indicating how many are on the
waiting list.
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9. Click “OK” in the window indicating “# on wait.”

A window is displayed stating the number of spaces available for
auto-enrollment.

Microszoft Internet Explorer

:'E 15 spaces are available. [1040.27]

Thiz iz the number of open slats ik thiz training ession available to be filled through
auto-enraliment. Students will be taken fron the waiting list in priarity arder to fill the
available spaces.

10. Click on“OK” inthe window indicating “# of spaces available.”

A window is displayed stating the number of spaces remaining after
those from the session wait list have been enrolled.

Microzoft Internet Explorer

:'f 15 spaces are =till remaining after sezzion wait enrollment. [1040.28)]
-

Thiz iz the number of open slotz [if any] in thiz raining geszsion after the first pazs of
auta-enrallment to enrall thoze in sezsion wait stabuz, Students will be taken from the
waiting lizt in priority order ta fill the remaining available spaces.

11. Click “OK” in the window indicating “# spaces still remaining after
session wait enrollment.”

A window is displayed stating the number of spaces remaining after
those from the course wait list have been enrolled.

Microsoft Internet Explorer

:'E 7 spaces are =ill remaining after courze wait enollment. [1040,29)
L

Thiz iz the number of open slats [if any] in this training session after auto-enrollment. Y'ou
may continue to enral students manually in the enrallment panel, ar rerun auto-enrallment
again at a later time to fill thiz gezzion,

12. Click “OK” in the window indicating “# spaces still remaining after
course wait enrollment.”
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13.

The“ Course Auto Enroll” screen is displayed.
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The students who were wait listed at first the session level and then
the course level will be enrolled in the chosen session.

Click on the “Save’ button at the lower left of the screen.

Notes. The course session must have a date greater than the current
system date.

If the number of available dots for a course session exceeds
the number of students wait listed for that particular course
session, the students will automatically be enrolled.

If the number of students wait listed exceeds the number of
available dlots for the course session, the process will fill
only the available slots the following order: “Session Wait
Listed” by date and then “ Course Wait Listed” by date.

Express The Express Rescheduling feature allows the user to quickly change
Rescheduling the session number or the session course status.

Note: Express rescheduling shows all students who are enrolled in
active sessions of the particular course, are on a session
waiting list, or are on a course waiting list.
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1. Atthe®Home" screen, click on* Develop Workforce.”
2. Click on“ Administer Training (GBL).”
3. Clickon“Use”

4.  Click on “Express Rescheduling.”

 Etipichrinwnh netl dor grss il sicien srrded bri o omn =gwl A . Microsn® Iskereet Eplerer grovided by CRAIVRSE

Home » e op faridonce = Administer Tr ﬂnng [GEL) Use
{—_-- — ~
S rdminear Tranng (GHL Slise Cours Sag inn Eni e
f st e e A R, .
LOUCEE PR LIGT
el ;! 2
T Esmr Fear! ICL]
SR
D00E Reparn
SO B 00 EvRlugl G
Shydent Tranng
i Lirei
Exyration
cences and Caddicafion
TestBeuls
Add Han Em| ik

Tesobedubing - Misossll |aimmet Evplie gosvided by DRALLTRISE
Iﬂ- ﬁﬁ: ju-u Fraiss 1-* e :

2rfasdad Wl E

.Im‘ﬁj g sickarats ral dow gow ll il

W “

Hare » Desplip oo = adminiglr Tranng « Usg « Express Aeschedsing

Express Resoheduling

Find an Existing Value
cowse code: | =1

Cemnipion: |
IntamalEstamal:|
cowsaTme: |

Seanch | [ Clear | Bk Bauch

L] L]

] [ Il el T

Version 8.0 4-9
February 2002 DRAFT



CHRISTA User’'sManual Course Session Administration

5.  Enter the course code and click on the “Search” button.

The “Express Rescheduling” screen is displayed.
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The session number and the session course status are the only fields
that should be changed on this screen.

6.  Click the session number magnifying glass in the row for the
employee whose session you wish to change.

The“ Lookup Session #” screen is displayed.
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7. Click the “Lookup” button.

A list of course sessions is displayed.
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8.  Click on the session you wish to enroll the employee in.

The session number should have changed to the one you just
selected for the employee.
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9. Click the “Save” button.
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Close Out

Close Out

The accuracy of the CHRI'S database as a training management tool
depends on timely close out of course sessions. It istherefore
extremely important to close out course sessions soon after their
completion. More importantly, when the course session
administrator closes out a session by changing the status to

“ Complete,” the records of all employees with an * Enrolled” status
are updated to “Complete.”

It is critical that the following steps are implemented first when
closing a session.

For employees who did not complete the session, change the status
inthe “ Attendance” field.

At the” Home’ screen, click “ Develop Workforce”.
Click on “ Administer Training (GBL).”

Click on* Use”

Click on “ Course Session Enrollment.”
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The * Course Session Enrollment” search screen is displayed.
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5.  Enter the course code, session number and click the “Search”
button.

The “ Course Session Enrollment” screen is displayed.
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The training status for each student can be changed by clicking on
the down arrow to the right of the “ Attendance” field and selecting
an appropriate status for example,

Incomplete/dropped

Verson 8.0 4-13
February 2002 DRAFT



CHRISTA User’'sManual

Course Session Administration

Incomplete/dropped-Payment Required
No Show
No Show-Payment Required

Note: CHRIS changesthe status to “Completed” automatically
during the course close out process. You need only change the
status for those individuals who did not attend or complete the
training.

6. Click onthe“Save’ button when the status has been changed for
each student as necessary.
Closing Out the 1. Atthe“Home" screen, click “ Develop Workforce.”
Session
2. Click on“ Administer Training (GBL).”
3. Click on“Setup.”
4.  Click on “ Course Session Table.”
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The * Course Session Table” search screen is displayed.
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Enter the “Course Code” and the “ Course Session Nbr” for the
course session that needs to be closed out and click the “ Search”

button.

If you don’'t remember the session #, click the “Search” button and
select the session from the search results.

The* Course Session Table” “ Course Session Profile’ screenis

displayed.
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6. Change the “Session Status’ field from “ Active” to “Complete.”

7. Click the “Save’ button.

Class Completion The course session is closed out. To print a“Class Completion
Report Report:”

1. Onthe“ Administer Training” menu screen, click “ DOE Report.”

—
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T R e e e

O 5ehw relbikiuial D i o Hitare
U Pmaeesy I'EEEEEEEREHLI
4 Raport Qg Sl Biae
| @CaE Repar Ciang Compdaion Report
St l Tisini

2. Click on “Class Completion Report.”
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The “Class Completion Report” screen is displayed
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Class Completion Report

Find an Existing Value

Run Comrat i |
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3.  Enter your CHRIS user ID in the “Run Control ID” field.
4.  Click the “Search” button.

The “Class Complt Rpt” screen is displayed.
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5.  Enter the course and session numbers.
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6. Click the “Run” button.

The “Process Scheduler Request” screen is displayed.
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Note: Ensurethat “PSNT” is displayed in the “ Server Name” field,
“Web” isdisplayed inthe “Type” field, and “PDF” is
displayed in the “Format” field.

7.  Click the “OK” button to generate the report.
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The “Class Complt Rpt” screen is displayed.
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The “ Report List” is displayed.

Note: If “Posted” is not displayed in the “Status’ field, click the
Ferash  putton until it is displayed.

9. Click on“View” on theline displaying your report.
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10.

11.

The “ Report/Log Viewer” screen is displayed.

B & Y Fpais D pes K2
i + C 2| B a4 Th & 3. o
Hreh' | Gkp  Aunzh How | Sewch Fawfss Howy  Wel  Pae Bl Cooas ]
.hdr.\emIﬂ_‘lhlp.r.'d-mw:ulmmw:rpmpunmhhmmﬂm’m-wn j sl |Lﬂw’°‘
£
Tnestamiees BEEET4 Typeec S0F Bepert
Rassn: BIE TR0 R Crd TD: Tertngl
Etatns: Sncress Submitted By- Trainng?
Rerver FENT Rerumesse;
Class Completion Report
Irace Fie 191 bytes ;'fﬂ??Fch 13:3%:05
NRTROO4 Z36574.POF ;;313; ;':j?)d-gFEb 20 133325
1423 wied Feb 20 13:3%9:04
Message Log bytas S
. -
] Dore o s p

Click onyour report. Inthe case, thiswill be “ NRTR004
236874.PDF.” Y our report will be displayed in Acrobat Reader.

Click on the printer icon to print your report.
The “print” dialogue box is displayed.
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Note: Ensurethat there are no boxes checked under the “ Copies
and Adjustments’ section of the dialogue box.

12. Click “OK.”

The report is printed.
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